MHUHHUCTEPCTBO HAYKH U BLICHIET'O OBPA3OBAHUSI POCCUMCKOM ®ENEPAIINA
DenepajbHOE TOCYIAPCTBEHHOE OI0KEeTHOE 00pa3oBaTe/ibHOE YUpek/JIeHHe BbICIIero 00pa3oBaHus

«TOMCKH TOCYJIAPCTBEHHBI YVHUBEPCUTET CUCTEM
VIIPABJIEHUS U PAJTMODJIEKTPOHUK
(TYCYP)

= TUSUR YTBEPXJIAIO
m m UNIVERSITY [TpopekTop no yuebHO# padoTte
Cep Mi‘;‘-'-‘.;l. -'.. B "....'..n ':-z..-:.';;-l-ﬂ-i'.k' |-.._-': ':.ﬂ'.-.inli.'-.f: I.-’-J:-.:'.'.

Bragesey: Tpoawm Magen Edmpmosms

LeacTaatengs: ¢ 1001, 2016 no 16092010

PABOYAS ITPOTPAMMA TV CHUTIMHBI
JIOKyMeHTauMOHHOe o0ecrneyeHue yIpaBJIeHHs I1ePCOHAJIOM

VYpoBeHb 00pa3oBaHus: BbIcIee 00pa3oBaHue - fakajgaBpuaT

HampaBnenue noaroroBku / cneruaibHOCTh: 38.03.03 YnpasieHue nepconaiom
HanpasnenHocts (po¢uip) / crienuanu3anys: YnpasjeHue MepcoHaaoM OpraHu3anuu
®dopma 0O0ydeHHS: OUHASA

®akynpreT: P, IKOHOMHUYECKHUI PaKyJIbTeT

Kadenpa: Menem:kmenTa, Kadgenpa meHexxmenTa

Kypc: 3

Cemectp: 6

Y4eOusiii mnan Habopa 2018 rona

PaCHpe,Z[CJ'IeHI/IC paGoqero BpEMCHU

Ne Bunpl yueOHO# nesTebHOCTH 6 cemecTtp Bcero Ennaunner
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npotokosn Ne 2 oT « 18 » 2 2020 1
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1. lean u 3aga4n AUCHUTLIHMHBI

1.1. lleau TUCUMIIAHBI
MpUOOPETEHUE CTYACHTAMH TEOPETUYCCKUX 3HAHWM M MPAKTHUYECKUX HABBIKOB B O0JIACTH KaJIpoO-
BOTO MEHE/PKMEHTa U CUCTEMBI JJOKyMEHTAI[MOHHOTO O0ECIeYeHHs KaJpOBBIX CIIY:KO, 03HAKOMJICHHE C
JTIOKYMEHTaMH, UCIIOJIb3yEMbIMHU B YIIPaBJICHUHU TIEPCOHAIIOM OpPraHU3alluH, MTOJTYICHUE TPAKTUICCKUX Ha-
BBIKOB T10 CO3JJAaHHIO 1 00pa0OTKE ITUX TOKYMEHTOB.

1.2. 3agaun IMCHMIIINHBI

—  chopMHPOBAThH y CTYICHTOB YETKOE TPEJCTABICHUE O HEOOXOAMMOCTH U POJIU KaJIPOBOTO JI0-
KYMEHTHPOBAHUS B OpraHU3aIUAX JIIOOBIX GOopM COOCTBEHHOCTH;

— obecreunTh TIIyOOKOE YCBOSHHE CYNTHOCTH TPOIECCOB JEIOMPOU3BOJCTBA MO JTHYHOMY CO-
CTaBy;,

—  O03HAaKOMHUTH CTYJCHTOB C OOIIUMU MpaBUIAMH COCTABIICHUS M BEICHUS YIPaBICHUYECKOH J10-
KYMCHTAIIMH TPUMECHHUTEIHHO K KaJJpOBOI padoTe;

—  OBJAJETh METOJUKOW pa3pabOTKU BCEX BUIOB KaJpOBBIX JOKYMEHTOB M UX MPaBUJIBHOTO
0o OpMIICHUS U XPaHCHHS,

—  OPHUEHTUPOBATHCA B CHUTYAIUSIX, TPEOYIOIIMX H3JaHUS COOTBETCTBYIOIIMX KAJAPOBBIX JIOKY-
MEHTOB;

—  OCBOWTH MPOBEJEHHUE MPOIEAYP, CBA3AHHBIX ¢ 0OPMIICHUEM JBM)XCHHS KaJ[pOB, B3AaMMOOT-
HOIICHHUSIMU aIMUHHUCTPALMA M TIEPCOHAJIA, MOPSIKOM BEACHHS O3HAKOMJICHHS COTPYIHHUKOB OpPTaHM3a-
LMY C KaJpOBOW JOKYMEHTAIUEN U IEUCTBYIOIIUMHU JTOKATbHBIMH HOPMATUBHBIMU aKTaMHU.

2. MecTo mucuuiiiuebl B cTpykrype OITOII

JuctumnuHa «JlokyMeHTalmoHHoe obecnedenne ynpasieHus nepconaiom» (b1.B./IB.5.1) otHo-
cutcs K 670Ky 1 (BapuaTtuBHas 4acTh).

[TpenmecTBYOUMMEI AUCIUTUTMHAMHE, (OPMHUPYIOIIUMHU HaYadbHbIC 3HAHMUS, SIBIAIOTCS: [IpakTrka
0 TIOJTYYSHUIO TIEPBUYHBIX MPO(PECCHOHATBHBIX YMEHUN M HaBBIKOB, [IpakTuka 1o momxydeHuto npodec-
CHOHAIILHBIX YMEHUH U OIbITa Mpo(ecCHOHANbHON AeSITeTbHOCTH, PernaMenTanus u HOpMUpPOBaHHUE TPY-
na.

[TocnenyromumMu TUCIUIUIMHAME SBIISIOTCS: 3allUTa BBIMTYCKHON KBaTU(DUKAIIMOHHOW pPabOTHI,
BKJIIOYAsl MOATOTOBKY K MPOUEAYPE 3alUTHI U MPOLEAYPY 3alIUThI, YIIPaBICHNUE MEPCOHATIOM OpraHu3a-
UM, YTIPABIEHUE PECYPCAMHU.

3. TpeGoBaHus K pe3yJbTATAM OCBOCHUSI JUCHHUIIMHBI

[Tponecc n3yueHus JUCUUIUIMHBL HapaBiieH Ha (POPMUPOBAHUE CIEAYIOINUX KOMIETEHIUI:

— TIK-12 3HaHueM OCHOB pa3pa0OTKMU W BHEAPEHUS KAJPOBOW M YIPABICHUECKON HOKYMEHTa-
LI1H, ONITUMHU3ALMH JOKYMEHTO000pOTa U CXeM (DYHKIIMOHAJIBHBIX B3aUMOCBA3EH MEXY MOJPa3eIeHHs -
MU, OCHOB pa3pa0OTKU U BHEIPEHUS MPOLEAYp PEryIHMpPOBAHUS TPYIOBBIX OTHOIICHUH U COMPOBOXKIAIO-
el JOKYMEHTALUY;

— IIK-13 ymeHueM BecTH KaJpoBO€E AEIONPOU3BOICTBO U OPraHU30BbIBATh ApXUBHOE XpaHEHHE
KaJpOBbIX JOKYMEHTOB B COOTBETCTBUHU C JIEHCTBYIOIIMMU HOPMAaTHBHO-IPAaBOBBIMM aKTaMM, 3HaHUEM
OCHOB KaJIpOBOM CTaTUCTHKH, BJIaJICHUEM HaBbIKAMM COCTABJICHUS KaJpPOBOI OTYETHOCTH, a TAKXKE HABBI-
KaMM O3HAKOMJICHMsI COTPYIHUKOB OPraHU3alUU C KaApPOBON JOKYMEHTALUEH U JEHCTBYIOLIMMU JIOKAJIb-
HbIMU HOPMAaTHBHBIMU aKTaMH, yMEHHE 00€CIIeUNTh 3alIUTy IEPCOHAIBHBIX JaHHBIX COTPYIHUKOB;

B pesynbpTare u3ydeHus: IUCIUILITMHBI 00YJaIOMIUNACS TOJKEH:

— 3HaTth CucTeMbl JOKyMEHTallUH, KJacCU(UKALMIO JOKYMEHTOB KaJ{pOBOM CIIyObl OpraHusa-
1M, BUJBI, HA3HAUYCHHE U COCTAaB KaJIPpOBOM JOKYMEHTAIMH; TpeOoBaHus 3aKoHoaTenbecTBa PO conepxa-
IIMX HOPMBI TPYAOBOIO IIpaBa OTHOCALIECHCS K AEATEIIBHOCTU KaJpOBOM CIIy>KObI; OCHOBBI pa3pabOTKU U
BHEJPEHUS MIPOLEAYP PEryIUPOBaHUS TPYAOBbIX OTHOIIEHUN U CONPOBOKIAIOIIEH TOKyMEHTAlUU; METO-
JUKH O3HAKOMJICHUS COTPYJHHMKOB OPraHU3aluU C KaJAPOBOW JOKYMEHTALUEH U JNCHCTBYIOIIUMH JIOKAJIb-
HBIMH HOPMAaTHBHBIMU aKTaMH; CIIOCOOBI 3aIIUTHI IIEPCOHAIBHBIX TaHHBIX COTPYIHUKOB M3MEHUTD

— yMeTb Pa3pabarbiBaTh U BHEIPATh KaJpPOBYIO U YIPABIECHYECKYIO JOKYMEHTALUIO OpraHu3a-
IIUH; COCTABIATh MU OQOPMIIATH YIPABICHUYECKYIO TOKYMEHTALUIO, JTOKYMEHTALMIO COIMPOBOKAAIOIIYIO
TPY/AOBBIE MIPOLIECCHI; MPUMEHATH HOPMBI TPYJOBOI'O MPaBa U HOPMATUBHYIO METOANYECKYIO JOKYMEHTHI B
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YaCTH, OTHOCSIIUXCS K ACSITENTFHOCTH KaJpOBOM CIYKObI U KaAPOBOTO JEIOMPOU3BOJICTBA; OPTaHU30OBBI-
BATh APXUBHOE XPAHEHHE KaJPOBBIX JOKYMEHTOB B COOTBETCTBUH C JEHCTBYIOLIMMU HOPMATHBHO-IIPABO-
BBIMH aKTaMH; 00€CTICYUTh 3aIUTY MEPCOHATBHBIX JTAHHBIX COTPYIHUKOB

— BJaJeThb METO/JaMHU BEJCHHS AEIONPOU3BOJICTBA B KaIpOBOIl Cilyk0e; METOAaMU ONTHUMH3a-
UU JTOKYMEHTOO00pOTa U cXeM (YHKIIMOHAIBHBIX B3aUMOCBS3EM MEXIy MOJpa3/eleHUsIMHU OpraHu3a-
[[UU; TEXHOJIOTHEH COCTABIICHUS ¥ OPOPMIICHHUS JOKYMEHTOB I10 JIMYHOMY COCTaBY; TEXHOJIOTHEH pa3pa-
OOTKM M BHEAPEHUs MPOLETyp PETyIHMpPOBaHMS TPYAOBBIX OTHOIIEHUN U COMPOBOXKIAIOUICH TOKYMEHTa-
[MU; TIPABUJIAMH COCTABJICHHUS HOMEHKJIATYpPBI JIeJl ¥ MOATOTOBKU JOKYMEHTOB JIJIsi XpaHEHUsI B apXUBE B
COOTBETCTBUU C JEHCTBYIOIIMMH HOPMAaTUBHO-IIPABOBBIMU AKTAMU; HABBIKAMU O3HAKOMIICHHUS COTPYIHU-
KOB OpraHHU3alliy ¢ KaJpOBOM JOKYMEHTALUEH U ACUCTBYIOIUMH JOKATbHBIMH HOPMATUBHBIMU aKTAMU;
HABbIKAMU COCTAaBJICHUS KaJPOBBIX JOKYMEHTOB C HCIIOJIb30BAHUEM KOMITBIOTEPHBIX TEXHOJIOTUH, o0Opa-
OOTKHM M XpaHEHHS JOKYMEHTOB B JICKTPOHHOU opme

4. O0beM QUCHUILIMHBI U BUABI Y4eOHOI padoThl
OO01mast TpyI0eMKOCTh AUCIHUILTHHBI COCTABIISACT 6.0 3a4eTHBIX €AMHUIILI U MIPEJICTABICHA B Ta0JIH -

%264&11/1.1121 4.1 — TpynoeMKoCTb JUCIUILINHBI

Bunel yueOHOI nesTenbHOCTH Bcero gacos Cemectpsl

6 cemecTp

AynuaTopHbIe 3aHATHS (BCETO) 72 72
Jlexuun 36 36
[IpakTuueckue 3aHATHS 36 36
CamocTosiTenbpHas padboTa (Bcero) 144 144
[IpopaboTKa JTEKIIMOHHOTO MaTepuaa 24 24
CaMocTosTeNnbHOE N3y4eHUE TeM (BOIIPOCOB) 60 60
TEOPETUYECKOM YyacTu Kypca
[ToaroroBka K MpakTUYECKUM 3aHATUSAM, CEMUHApaM 60 60
Bcero (0e3 sx3amena) 216 216
OO01mast Tpy1I0eMKOCTb, 4 216 216
3aueTHnie EanHAIIEI 6.0 6.0

5. Coaep:xanue TUCUMILIIHHBI

5.1. Pa3nesnl AUCHUIIMHLI 1 BUALI 3aHATHI
Paznensl AMCUMIIITMHBL U BUABI 3aHATUIN NPUBEICHBI B Tabmwmie 5.1.
Tabmuma 5.1 — Pasgensl AUCIUIUIMHEL U BUIBI 3aHATHHA

Bcero
[Ipaxk. Cam. Hacos dopmupyemblie
Hazpanus pa3aenoB TUCHUIUIMHBI Jlek., u (6e3
3aH.,4 | pa0d., q KOMIIETEHIIUH
9K3aMEH
a)
6 cemecTp
1 IIpenmer, conepsxanue u 3anauu Kypca. lo- 4 0 30 34 [IK-12, TIK-13
KYMEHTOOOOPOT | JIeTIOTIPOU3BOJICTBO B TIPO-
(heccruoHaNbHON 1eATEeNHHOCTH
2 IIpaBOBbBIEC 1 HOPMATUBHBIE OCHOBBI JIOKY- 4 0 4 8 [K-12, TIK-13
MEHTAIIMOHHOTO 00eCIIeYeHUs YIPaBIICHU
3 Ilonsitue nokymenra. CBOMCTBA JOKYMEHTA. 10 8 22 40 IIK-12, I1K-13
Knaccudukanus nokymenra. CTpykrypa a0-
4




KymeHTa. TpeboBaHusi K 0POPMIIEHHUIO TOKY-
MEHTOB
4 CucteMbl 1oKyMeHTOB. CoCTaBlIeHHE U 8 24 38 70 IIK-12, I1K-13
odopmIleHUE YITPABICHYECKUX U KaJ[POBBIX
JIOKYMEHTOB
5 Opranuszanus paboThl C TJOKYMEHTaMH [K-12, TIK-13
6 ®opMupOBaHUE U TEKYIIIEE XPAaHEHUE JIOKY- 10 14 IIK-12, ITIK-13
MeHTOB. [ToAroToBKa JOKYMEHTOB K Mepeaade
B apXUB
7 DNEeKTPOHHBIN TOKYMEHTOOOOPOT, KITFOUe- 6 2 38 46 [K-12, TIK-13
BbIE€ TIOHSTHS, OCHOBHBIEC KOHIIEIIIUU
Hroro 3a cemectp 36 36 144 216
Hroro 36 36 144 216
5.2. Conep:xanue pa3aejioB IMCHUILIHHBI (110 JIEKIIUSIM)
CopneprkaHue pa3zienoB TUCHUILIKMH (TI0 JIEKIUSAM) IPUBEIECHO B Tabnuie 5.2.
Tabmuua 5.2 — ComeprkaHue pa3ienaoB TUCIUILIKH (TI0 JIEKITHSIM)
Copneprxanue pas3znenos qucuumuiniel (no | Tpynoemxocts, | @opmupyemblie
Ha3Banus paznenos Aep pasil AHC ( Py ’ pMHPY
JICKIUSIM) q KOMITETEHIIUU
6 cemecTp
1 IIpenmer, ITonsATHE, e U 3a1a4U U3y4aeMOU IUCLIU- 4 IIK-12, I1K-13
CoJlep>KaHMe | 3a7]aui | IUIMHBI. Pa3BUTHE M CTAaHOBIICHUE JIEJI0-
Kypca. npousBojacTBa B Poccun. Opranuzanus ne-
JIoKyMeHTOOOOpOT U |JIONPOU3BOJICTBA HA MPEANPUATHSIX. 3HAUE-
JIEJIONPOU3BOACTBO B | HUE M MECTO JOKYMEHTOB B CUCTEME YIIPaB-
npo¢eCcCHoHATBHOM JICHUS
JeATEIbHOCTH Hroro
2 IIpaBoBblE U ['ocynapcTBeHHOE peryaupoBaHue, HOpMa- [K-12, TIK-13
HOPMATHUBHBIE OCHOBBI | TABHO-TIPABOBAsi 1 METOAMYECKAsi OCHOBA
JOKYMEHTAIIMOHHOTO | IOKYMEHTAllMOHHOTO O0eCIIeUeHus! yIrpaniie-
obecrieyeHus Hus. CylIHOCTb, HANPaBJIEHUS U BUJIBI TOCY-
yIpaBJIeHU JAPCTBEHHOTO PETYIUPOBAHUS JOKYMEHTA-
LIMOHHOTO 00ECIIEUEeHHs YIIpaBICHUS, HA3HA-
YyeHHe, 0COOEHHOCTH U COOTHOIICHHUE HOP-
MaTUBHO-TIPABOBOI'O U METOJIMYECKOTO pery-
nupoBanusi. CocTaB U CTPYKTypa HOPMATUB-
HOM, IIPaBOBOM U METOIUYECKON OCHOBBI J0-
KYMEHTAIIMOHHOTO 00ecIieueHus yrpanie-
HUS1, HAIIMOHAIBHBIX U JIOKAJIbHBIX HOpMa-
TUBHO-METOJIMYECKUX TOKYMEHTOB. YHU(U-
KallMsl ¥ CTaHIapTU3ALIMSL.
Hroro 4
3 [lonstue noxkymenta. | TpeboBanus k OnaHkaMm JokyMeHTOB. [lopsi- I1K-12, TIK-13
CBoiicTBa TOKyMEHTa. |OK pa3paboTku 6naHkoB. O0mue TpedoBa-
Knaccudukanus HUS K JIOKYMEHTaM, U3TOTOBJISIEMBIM C TIOMO-
nokymeHTa. CTpyKTypa |IIbI0 TEXHUYECKUX cpeAcTB. OcobeHHOCTH
JIOKYMEHTA. odopMIIEHUS OT/ICTBHBIX PEKBU3UTOB.
Tpeboparms x OcCHOBHBIE HOPMBI U TIpaBUIIa OPOPMIICHHS 2
0 OpMIIEHHUIO
paboT, BHITIOMHSAEMBIX CTYJICHTAMH B IPOILIEC-
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JOKYMCHTOB

ce o0ydeHus1, ¢ yueToM TpeboBaHUi 00pa3o-
BaresnbHOro cranaapra Byza OC TYCVYP 02-
2013 (CTO 02069326.1.02-2013) - PaGoTb!

CTy/IEHYECKHUE TI0 HATIPABJICHUSIM ITOATOTOB-
KU ¥ CTICIUAILHOCTSM TYMaHUTapHOTO TIPO-
s

Hroro

4 Cucrembl
JIOKYMEHTOB.
CocraBieHue u
oopmienue
YIPaBICHYCCKUX U
KaJpOBBIX JOKYMEHTOB

[TpaBuiia opopmiteHus: JOKYMEHTOB, COCTaB
U Ha3HaYe€HUE PEeKBU3UTOB. Polb U BUIBI
yhpaBieH4YeCKuX JokyMeHToB.CocTas, pac-
NOJIOKEHHE U TpaBuia 0pOpMIIEHUS PEKBU-
3UTOB OTACIBHBIX BUJ0B OpraHU3allMOHHO-
IPaBOBBIX, PACTIOPSAUTENBHBIX U HH(pOpMa-
MUOHHO-CITPABOYHBIX )IOKYMeHTOB.3Ha‘—IeHI/Ie
KaJpOBbIX JOKyMeHTOB. COoCTaB M BUJIBI JI0-
KYMEHTAIlUU 10 JTUYHOMY cocTaBy. [IpaBuna
UX COCTaBJICHUs. YHU(PUIMPOBAHHBIE (Op-
MbI okyMeHTOB. [Ipuka3. Opopminenue
npuema Ha paboty. [lepeBon Ha apyryro pa-
oory. [IpenocraBieHue oTmycka. YBoJIbHE-
HHe ¢ paboThl. JInuHoe 3asBneHune. Xapakre-
puctuka. CocTaBHbIE YaCTH XapaKTEPUCTH-
KU, paBuiia 0hopMIIEHUS

Hroro

IK-12, TIK-13

5 Opranuzanust paboTbI
C TOKyMEHTaMH

[TonsiTHE «AOKYMEHTOOOOPOT» U €TO pa3BU-
tue. OCHOBHBIE ITPaBUJIa OpPraHU3aluy 10KY-
MEHTO00OpOTa B opranu3anuu . Cxema JIBH-
KEHHUS ¥ TEXHOJIOTHsI 00pabOTKH JOKYMEH-
TOB. [ IoHATHE TOKYMEHTONOTOKA, €70 CTPYK-
Typa, M0Ka3aTeIu OLUEHKN JOKYMEHTOIIOTO-
Ka. JKnu3HeHHbIl Ik 1oKymeHTa. KoHTpoub
VCIIOJTHEHMSI JOKyMEHTOB.

Hrtoro

[1K-12, T1K-13

6 ®opMupoBaHuE U
TEKyIIee XpaHCHNE
JTIOKYMEHTOB.
IToxroroBka
JIOKYMEHTOB K
nepeaade B apXuB

Howmenxnarypa nen. [lopsok cocraBneHus
Y YTBEPKJICHUS HOMEHKJIATyphl J1e]. Ycra-
HOBJIEHUE CPOKOB XpaHeHus aen. dopmupo-
BaHue U opopmwiieHue aen. Opranuzanus
OIIEpaTUBHOIO XpaHEHMsI JIEN. DKCIIEpTH3a
LIEHHOCTH JOKyMeHTOB. OdopmiieHue 1ei.
[Topsinok nmepeaayn JOKyMEHTOB Ha XpaHe-
HHE B apXUB.

Hroro

[TK-12, ITK-13

7 DNEKTPOHHBIN
JIOKYMEHTOO0O0POT,
KJTIOUEBbIE TIOHSTHS,
OCHOBHBIE KOHIIETIIINH

OcHOBHBIE 33]JTa4l OPTaHU3AIIMU HJIEK-
TPOHHOTO JOKYMEHTO000poTa. CUCTEMBI
3JIEKTPOHHOTO JOoKyMeHTooOopoTa CO/I.
Ortarnel pa3BUTHS, Kiaccsl, Ha3HaueHue CO/1.
OcHOBHBIE CBOMCTBA CUCTEM 3JIEKTPOHHOTO
okyMeHToo0opoTa. OcHoBHBIE TUIIEI CO/I.
Oco6ennoctu opranm3aiun COJ1. CucteMbl
AJIEKTPOHHOTO JIOKYyMEHTO000pOTa, Mpe-
cTaBieHHble B Poccum.

[TK-12, ITK-13
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Hroro 6

Uroro 3a cemectp 36

5.3. Pa3nenbl JMCHMILVIMHBI M MEKIMCUMIUIMHAPHBIE CBSA3H ¢ 00eceYuBAKIIMMH (PeAbl Ty IIUMH)
U o0ecnieyBaeMbIMH (IOCJIEAYIONIUMH) TUCHHILIHHAMU
Paznmenpl TUCHUIUIMHBI M MEXIUCIUTUTMHAPHBIC CBSI3U C 00ECTICUMBAOIIMMHU (TIPEABIAYIIIUMH) U
obecrnieunBaeMbpIMHU (TTOCIIETYIONTUMHI ) AUCITUTUTMHAMHE TIPEICTAaBICHBI B TabmuIe 5.3.
Tabmuua 5.3 — Pa3nenbl IUCIUTUTMHBI B MeXANCIUILTNHAPHBIC CBSI3U

Ne paznenoB gaHHOM IUCHUIUIMHBL, IS KOTOPBIX HEOOXOAUMO
HauMeHOBaHHE TUCIUILIMH u3y4yeHne 00ecTeYMBaAIONINX U 00€CIIeYnBAEMbIX JUCIUILUINH

1 2 3 4 5 6 7

HpC,Z[HICCTBYIOIJ_II/IC JAUCITUITIINHBI

1 IIpakTuka o MOJy4YEeHUIO NepBUY-
HBIX NPOo(ecCHOHaNbHBIX YMEHUH 1 + + + + +
HaBBIKOB

2 IlpakTuka 1o noyiyueHuto mpogec-
CHOHAJIbHBIX YMEHUM U OTbITA MPO- + + +
(heccroHALHOM JIeATEThHOCTH

3 PernaMeHTanus 1 HOPMUPOBAHUE
Tpyna

+ + + +

[Tocnenyrouiye TUCHUTIITUHBI

1 3amura BbIIYyCKHON KBalu(pUKa-
LUOHHOW PabOThI, BKJIIOYAsH OJIr0-

+ + + + + +
TOBKY K ITPOIIETypE 3aIIUTHI U TIPO-
LEeAypY 3aLIUThI
2 YrpaBieHue MepCcoHAIOM OpTraHu- n n n . n n
3a1uu
3 VmpaBieHue pecypcamu + + + + +

5.4. CooTBeTcTBHE KOMIIETEeHIIMIi, GOPMHUPYEMBIX PH U3YyYEeHUM TUCHHUIUIMHBI, U BUA0B 3aHATHI
CooTBeTcTBHE KOMIETEHIUH, (POPMUPYEMBIX MpPU HM3YUYEHUH IUCIUIUIMHBI, ¥ BHJIOB 3aHATHN
MPEICTAaBICHO B Tabmuiie 5.4.
Ta6muia 5.4 — CooTBETCTBHE KOMIIETEHIIMN, (DOPMUPYEMBIX NIPU U3YUYEHUH AUCHUIUIMHBI, U BUOB 3aHS -
TUH

Komnerenuu Bunaw! 3ansTrit

u Jlek. [Tpak. 3aH. Cam. pa0.

DopMbl KOHTPOJIS

[IK-12 + + + Omnpoc Ha 3aHATHAX, BeIcTyIUIE-
HUe (JI0K1an) Ha 3aHsITHH, Tecr,
3au€r ¢ oneHkoi, OTYeT 1o Npak-
TUYECKOMY 3aHSITHIO

IIK-13 + + + Omnpoc Ha 3aHATHAX, BeICTyIUIE-
HUe (DOKIJIan) Ha 3aHATHH, TecCT,
3au€r ¢ oneHkoi, OTYeT 10 Npak-
TUYECKOMY 3aHSITHIO

6. UaTepakTuBHBIE MeTOABI M (OPMBbI OPraHU3ALMHN 00yUEeHHUS
He mpenycmorpeno PVYII

7. JIabopaTopHblie padoThI
He npenycmorpeno PVYII.
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8. [IpakTHYeckue 3aHATHSA (CEMUHAPBHI)
HanmMeHnoBaHMe MpakTUUECKUX 3aHATHH (CEMHUHAPOB) MpUBEIeHO B Tadmmie 8.1.
Tabmuua 8.1 — HaumeHOBaHME MPAKTUUECKHUX 3aHATUH (CEMHUHAPOB)

HaunmeHnoBaHMe NpakTUYECKUX 3aHATHU Tpynoemkocts, | PopMupyemblie
HasBanus paznenos
(cemuHapoB) q KOMITCTCHITH
6 cemecTp
3 [lonsaTue nokymenra. | TpeboBaHus k OiaHKam JokymMeHToB. IToaro- 4 ITK-12, ITK-13
CBoiicTBa IOKYMEHTA. |TOBKa K COCTaBJICHUIO TOKYMEHTOB. CXeMBbI
Knaccudukarus pacnosoxeHus JoKyMmeHToB. CocTaBieHne
nokymeHTa. CTpykrypa | GopMynsspoB JOKyMeHTOB. OO01uii OIaHK.
JOKYMEHTA. bnaHk KOHKpeTHOro BUJa T0KyMeHTa. biank
TpeGoBanus MACHMA.
MJICHU
o(opmersio O61ue TpeboBaHus K 0(OPMIICHHIO TEKCTa 4
OKYMEHTOB
AIOKYMEHTO otyeta. OpopmiieHne TUTYIbHOIO JIUCTA, PU-
CYHKOB, TaOJIUI], CIUCKA UCIIOJIb3YeMbIX UC-
TOYHHKOB
Hroro 8
4 CucrteMbl [IpaBuna coctaBiaeHuss 1 0POPMIICHUS Opra- 8 IK-12, TIK-13
JIOKYMEHTOB. HU3aLMOHHO-PACIIOPAIUTENBHBIX JOKYMEH-
CocraBinenue u TOB (yCTaB, MMOJIOKEHHUE, IITATHOE pacluca-
oopmienue HUE, UHCTPYKIIUSL, IPUKa3, paCIOPSIKEHHE,
yIpaBIeHUYECKUX U pelieHre, MPOTOKO, TOCTAHOBIICHHUE)
KaJpPOBBIX JJOKYMEHTOB
ApO JOKYMEHTO [IpaBuiia coctaBieHust 1 0HOpMICHHS UH- 8
(opMaLlMOHHO-CIIPABOYHBIX JOKYMEHTOB (J1€e-
JI0OBOE€ MUCHMO, AOKJIAJHAs U CiIy)KeOHas 3a-
IIMCKH, akKT, CIIpaBKa, v JIp. )
[IpaBuna coctaBiaeHust 1 0POPMIICHUS KaIPO- 8
BOM JJOKyMEHTAIMH (3asBJICHUE, XapaKTepH-
CTHKa, aBTOOMOrpadus, pe3rome, MpUKa3bl 1o
JMYHOMY COCTaBY, TPYAOBOU OTOBOP
(KOHTpaKT 0 HA3HAYCHUH HA JTOJDKHOCTH),
JMYHAas KapTouka pabOTHHKA, Tabelb yyeTa
pabouero BpeMeHH U Jp. )
Hroro 24
6 ®opMHpOBaHUE U Homenknatypa nesn. Buibl HOMEHKIATYphI. 2 IK-12, TIK-13
TEKYILlee XpaHEHHUE ®opmupoBanue fen. Opranuzanus XpaHeHus
JIOKYMEHTOB. JIOKYMEHTOB Ha npeanpusatuu. [logroroska
[TonroroBka JIOKyMEHTOB K CJlau€ B apXUB.
OK
JIOKYMEHTOB K Virtoro 2
nepeaye B apxuB
7 DneKTpOHHBIN ITonxomps! K CO3IaHUIO CUCTEM DJIEKTPOHHOTO 2 ITK-12, ITK-13

JIOKYMEHTOO0O0POT,
KITIOUEBbIE TIOHSATHS,
OCHOBHBIC KOHIICIIITNUHN

JToKymMeHTooOopoTa. TpeboBaHuUs K CHCTe-
MaM. DTarnbl BEIOOpa CUCTEMBI aBTOMATH3a-
[IUU. DTarbl BHEJAPSHUS CHCTEMbI aBTOMATH-
3anuu. CUCTEMBI aBTOMATU3AIHH JOKYMEHTO-
notoka. CUCTEMBI 3JISKTPOHHOTO JJOKYMEH-
T00060poTa. OCHOBHBIE TEXHOJIOTUHU PabOTHI €
JIoKyMeHTaMU. OCHOBHBIE CBOMCTBA CUCTEMBI
AIIEKTPOHHOTO TIOKyMEHTO0000poTa. OCHOB-
Heie Tunbsl COJI.
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Htoro

Hroro 3a cemectp

36

9. CamocTrosiTesqibHasi paboTa
Bunbr camocTosTenbHOM paboThI, TPYAOEMKOCTh U (hOPMUPYEMbIE KOMIIETCHIINHU TPEICTABIICHBI B

tabmure 9.1.
Tabmura 9.1 — Buasl caMoCTOSTEIBHON pabOThI, TPYAOEMKOCTh U (DOPMHUPYEMBbIE KOMIIETEHITUN
Bunsl camocrositensHol | TpynoemkocTs, | DopMupyemMblie
HasBanns paznenos a Py ’ PMHPY @OpMBI KOHTPOJIA
paboThI q KOMITETEHI[A
6 cemecTp
1 Ilpenmer, CamocrosTenbHOe U3yye- 20 IIK-12, TIK-13 | BeicTymuieHne
COJIEpKaHHE U HUE TeM (BOMPOCOB) TEO- (mokinan) Ha 3aHs-
3aJlauu Kypca. pPETHUYECKOM YyacTH Kypca TnH, 3a4€T C OLICH-
JlokymMeHTOO0O0pOT TTpopaGoTKa TEKIHOHHO- 10 KOH, O%ipoc Ha 3aHs-
u THSAX T
ro Marepuansa » 1€C
JIEJIONPOU3BOACTBO
B Uroro 30
npodeccruoHanbHON
NEeATETHHOCTH
2 IIpaBoBele 1 ITpopaboTKa JEeKIIUOHHO- 4 ITK-12, ITIK-13  |3auéT c o1eHKoH,
HOPMAaTHBHBIC ro MaTepuasa Ormpoc Ha 3aHATHUSAX,
OCHOBBI Hroro 4 Tect
JIOKYMEHTAI[MOHHOT
0 obecrieyeHus
YIPaBJICHHA
3 IlonsTue [ToaroroBka k mpakTuye- 20 IIK-12, ITK-13 |3a4€T ¢ OLEHKOIA,
JOKYMEHTA. CKUM 3aHATHUSM, CEMUHA- Omnpoc Ha 3aHATHSX,
CaoiicTBa pam OTuer 1o npaxkTuye-
I,Z[{OKYMCHTa. TpopaGoTKa NEKIHOHHO- 2 E:rKOMy 3aHATHIO,
npuKanus T
naccHpukal ro Marepuaina ec
JOKYMEHTA.
CrpykTypa Hroro 22
JOKYMEHTA.
TpeboBanus k
0 OpMIIEHHUIO
JIOKYMEHTOB
4 CucrteMbl [ToaroroBka k mpakTuye- 16 [IK-12, [IK-13 |BeicTymiieHue
JIOKYMEHTOB. CKUM 3aHSTUSIM, CEMUHA- (moksan) Ha 3aHs-
CocrasieHue u pam THH, 3a4€T C OICH-
MJICHU ko, On Ha 3aHs-
oQopmere CamocTosTenbHOE U3yde- 20 O, OOpoc a3a
TIPABJIEHYECKUX U tusax, OTyer no
yip HUE TeM (BOMPOCOB) TE€O- ’
K BBIX . MIPAKTHYECKOMY 3a-
anpo pPETHUYECKON YacTu Kypca pa CCKOMY 32
JIOKYMEHTOB ustuto, Tect
[TpopaboTka neKInOHHO- 2
ro Marepuana
Uroro 38
5 Opranu3anus [TpopaboTKa JIEKITMOHHO- 2 IK-12, [IK-13 |3a4€T c oLeHKOMH,
paboTsI ¢ ro Marepuaina Ormpoc Ha 3aHATHUSX,
JIOKyMEHTaMH1 Viroro 2 Tect
6 ®opmuposanue u | [loaroroBka k mpakTuue- [1IK-12, I1IK-13 |Omnpoc Ha 3aHATHSIX,
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TEKyILlee XPAaHEHUE | CKUM 3aHATHUAM, CEMUHA- Otuer 1o npaxkTuye-
JIOKYMEHTOB. pam CKOMY 3aHSTHIO,
Ioxrorosxa [IpopaboTka JeKIHnOHHO- 2 Tecr
KYMEHTOB K

JIOKYMCHTO ro Marepuaia
nepeayde B apxus

Hroro 10
7 DneKTpOHHBIH IToaroroBka K mpaxkTu4e- 16 [IK-12, IIK-13 | BeicTymuieHne
JOKYMEHTOO00O0POT, |CKHM 3aHATHSIM, CEMHHA- (oxJsam) Ha 3aHs-
KJIFOYEBbIE TIOHATHUS, | pam TUH, 3a4€T C OLIEH-

HOBHBI KoM, Ornpoc Ha 3aHs-
OCHOBHBIC CamocTosATensHOoe u3yde- 20 OH, Oopoc 3
KOHLIETILIUU TusAx, OTyeT n
OHHCII HHE TeM (BOIIPOCOB) TEO- ’ et o
. IIPAKTUYECKOMY 3a-
pPETHUYECKOM YyacTH Kypca P CCKOMY 3
HATHIO, TecT

[IpopaboTka JeKIHMOHHO- 2

ro Marepuaina

Hroro 38
Hroro 3a cemectp 144
Htoro 144

10. KypcoBoii npoekTt / KypcoBasi padora
He mpenycmotpeno PVYII.

11. PeiiTuHroBasi cucremMa JJisi OEHKH yCIIeBAeMOCTH 00y4arouXcst

11.1. banibHbIe OLEHKH AJIs1 3JIEMEHTOB KOHTPOJIA
Ta6mura 11.1 — banpHbIE OIEHKH IS SJIEMEHTOB KOHTPOJISI

N . MaxkcuManbHbIN
. MakcumanbHbIN MakcumanbHBIT
DneMeHTHl yueOHO 0as 3a mepuo Bcero 3a
6amn Ha 1-yto KT ¢ | Gamn 3a mepuon
NESITEIbHOCTH mexay 2KT u Ha cemMecTp
Hauyana cemectpa | mexay 1KT u 2KT
KOHEIl ceMecTpa
6 cemecTp
Brictymuienue (oxnan) Ha 3 3 4 10
3aHATUU
Onpoc Ha 3aHATUSX 10 10 10 30
OTt4er 1o NpakTUIECKOMY 10 10 10 30
3aHITHIO
Tect 10 10 10 30
Hrtoro makcumyM 3a nepu- 33 33 34 100
on
Hapacraromum ntorom 33 66 100 100
11.2. IlepecyeT 0a/1710B B OLIEHKHU 32 KOHTPOJIbHbIE TOYKHU
[Tepecuer OanIoB B OLIEHKH 32 KOHTPOJIbHBIE TOUKHU peACTaBiIeH B Tabmume 11.2.
Tabmuma 11.2 — Ilepecuer 6aJUTOB B OIICHKH 32 KOHTPOJIbHBIE TOYKH
Banibl Ha 1aTy KOHTPOJIBHON TOYKH OneHka
> 90% ot MakcuManbHOU cyMMBbl OamioB Ha gaty KT 5
Ot 70% 10 89% oT MakcuMaIbHOM cyMMbl OaisioB Ha naty KT 4
Ot 60% 10 69% ot MakcuManbHOM cymMbl OanioB Ha Aaty KT 3
< 60% oT MakcuMaIbHOU cyMMbI OauioB Ha naty KT 2
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11.3. IlepecyeTr cyMMBbI 02/1710B B TPAAULHOHHYIO M MEKITYHAPOIHYIO OLCHKY
[Tepecuer cymMbl OajIOB B TPAAMLIMOHHYIO U MEXIYHAapOIHYIO OLIEHKY NPEJCTAaBIEH B TabauLe
11.3.

Tabmuma 11.3 — Ilepecuer cymMmbl 6aJUTOB B TPAAUITMOHHYIO M MEXKTYHAPOIHYIO OIICHKY

Hrorosas cymma 6aisos,

Onenka (I'OC) YYMTBHIBAET YCIEIIHO CAAHHBIN Onenka (ECTS)

9K3aMeH

5 (OTIMYHO) (3a4TEHO) 90 -100 A (0TJIMYHO)
85 -89 B (ouenb xoporiiio)

4 (xopo1io) (3a4TeHO) 75 - 84 C (xopor1o)
10-74 D (ynoBnerBopuTeabHO)
65 - 69

3 (yZIOBJIETBOPUTENHHO) (3aYTEHO) 60 - 64 P ———
2 (seyROBICTBOPHTENSHO) (HE Hwxe 60 6ammos F (HeynoBneTBOpHUTENIHHO)

3a4TEHO)

12. Y4yeOHO-MeTOAN4YecKOe M HHGOPMALMOHHOE o0ecreyeHre JUCHMIITIHHbI

12.1. OcHoBHas JuTEpaTypa

1. Hoponusna, JI. A. Opranu3anus U TEXHOJOTHs JTOKYMEHTALMOHHOTO OOecreueHus yrnpasJie-
HUs [DNeKTpOHHBIN pecypc]: ydeOHUK U MPaKTUKYM JUIsl akajgeMmuyeckoro 6akanaspuara / JI. A. JlopoHu-
Ha, B. C. UpurtukoBa. — M. : M3narensctBo FOpaiit, 2018. — 233 ¢. — (Cepus : bakanaBp. Akanemuue -
ckmit kypc). — ISBN 978-5-534-04568-0. — Pexxum moctyna: https://biblio-online.ru/book/19DADBS52-
959C-40DA-B18F-C955EFACOC1D/organizaciya-i-tehnologiya-dokumentacionnogo-obespecheniya-
upravleniya (nara obpamenus: 14.05.2020).

2. Hamuonanensiii crangapt PO 'OCT P 7.0.97-2016 "Cucrema ctanzapToB 1o HH(GOpMAaIuH,
OuOIMOTEYHOMY U M3AaTeNbCKOMY Aeny. OpraHu3allMOHHO-pACOpAIuTeNIbHAsA JoKyMeHTalus. Tpebosa-
HUSL K 0OpMIICHHIO TOKYMEHTOB" (yTB. Ipuka3oM denepalbHOr0 areHTCTBA 10 TEXHUYECKOMY perysiv-
poBaHuto U MeTposoruu oT § nexadbps 2016 r. N 2004-ct) [DnexrponHsiid pecypc]: — Pexum pocryna:
http://ivo.garant.ru/#/document/71634352/paragraph/1:0 (gara obpamenus: 14.05.2020).

3. Kysnenos, 1. H. JlokymeHTanimoHHoe obecredeHne yupaBieHus IePCOHAIoM [ DIeKTPOHHBIN
pecypc]: yueOHHUK M MPAaKTUKyM Ui npukiaaHoro O6akanaspuata / U. H. Ky3snenoB. — M. : M3narens-
ctBo Opaiit, 2019. — 520 c. — (Cepus : bakanasp. [Ipuknagnoit kypc). — ISBN 978-5-9916-4000-8.

— Pexum JocTyna: https://biblio-online.ru/book/94A27CF0-A144-45FB-AC69-
1E2AEO0B0861D/dokumentacionnoe-obespechenie-upravleniya-personalom (mara oOpareHus:
14.05.2020).

12.2. lonostHUTEILHAS JIUTEPATypa

1. O6pazoBarenbubiii crangapT By3a OC TYCYP 02-2013. PaGoTsl cTyaeHYECKHE 110 HaIpaBJIe-
HUSIM TIOATOTOBKHU U CHEIMATILHOCTSAM T'yMaHuTapHoro npoguis. O6mue TpedoBaHus U paBuia ohopm-
neHus [DnekTpoHHBIN pecype]: — Pexxum mocrtyna: https://regulations.tusur.ru/documents/71 (gara o0-
pamenusi: 14.05.2020).

2. TOCT P 7.0.8-2013. Cuctema ctaHaapToB 1o HHGOpMauu, OUOITHMOTEYHOMY U U31aTEIbCKO-
My Jeny. Jlenonponus3BoacTBO U apXUBHOE Jes10. TepMuHbl U onpeaeneHus [eKTpoHHbIi pecypc]: — Pe-
)kuM noctyna: http://docs.cntd.ru/document/1200108447 (nara obpamenus: 14.05.2020).

3. JenompousBoAcTBO [DnekTpoHHBI pecypce]: YuebHoe mocodue / JI. M. KazakeBuu - 2018.
132 c. — Pexxum noctymna: https://edu.tusur.ru/publications/7542 (mara o6pamenus: 14.05.2020).

12.3. YueOHO-MeTOAUYECKHE MTOCOOU

12.3.1. O6s3aTeibHbIE YUeOHO-MeTOAuYEeCKH e MOCO0Uus
1.  OOwmwmii ¥ YNEKTPOHHBIA TOKYMEHTOOOOPOT [DNEKTPOHHBIH pecypc]: MeToandeckoe ocodue
10 JTaOOPaTOPHBIM 3aHATHUSIM M CaMOCTOSTENBHOU paboTe mis ctyneHToB HampasiaeHui 080200.62 «Me-
HemkmenT», 080100.62 «3Jxonomuka» / K. H. AkcenoBa - 2014. 40 c. — Pexum pgocryma:
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https://edu.tusur.ru/publications/4874 (nata obpamenus: 14.05.2020).

2. Jlenonpou3BOACTBO [DNEKTPOHHBIN pecypc]: YueOHO-MeToanuecKoe oco0re I MOArOTOB-
KU K IIPAKTUYECKUM 3aHIATUSAM U caMocTosTeNnbHOU paboTel / A. B. Kypenkos - 2018. 15 c. — Pexxum 10 -
cryma: https://edu.tusur.ru/publications/7822 (nata o6pamenus: 14.05.2020).

12.3.2. YueOHO-MeTOAMYeCKHE MIOCOOMS JIsl JIMI € OTPAHMYEHHBIMH BO3MOKHOCTSIMH 3/10POBbS U
UHBAJU/10B

Y4eOHO-MeTOoIMUEeCKUE MaTepHalibl Il CAMOCTOSTENIbHOM U ayAUTOPHOM pabOThl 00ydaroluxcs
U3 YMCIIa JIML] C OFPAaHMYEHHBIMH BO3MOKHOCTSIMU 3710POBbSI U MHBAJIMJIOB MIPEIOCTABISIOTCA B (popMax,
aJalTHPOBAHHBIX K OTPAaHUYEHUSIM UX 3/I0pPOBbS U BOCIPUATHUS UHPOPMAIIIH.

JL1s1 1M1 ¢ HApyIIeHUSIMM 3PeHust:

- B (hopMe FJIEKTPOHHOTO IOKYMEHTA;

- B IIeYaTHOW (hopMe yBEIMUEHHBIM HIPUPTOM.

JI1s1 JIMI ¢ HApyIIEHUsIMM cJIyXa:

- B (hopMe FJIEKTPOHHOTO IOKYMEHTA;

- B Me4aTHOU (opme.

JI1s1 1M1 ¢ HApyIeHUSIMM ONIOPHO-ABUTaTeJILHOI0 annapara:

- B (hOpMeE INIEKTPOHHOI'O TIOKYMEHTA;

- B Ie4aTHOU opme.

12.4. TIpodeccunonabHbie 0a3bl JaHHBIX H HH(GOPMALMOHHBIE CIIPABOYHBIC CHCTEMbI

1. eLIBRARY.RU - Kpynueimumii poccuiickuii HHQOPMALIMOHHBIA MOpTan B OOJACTH HayKH,
TEXHOJIOTHH, METUIIMHBI U 00pa3oBanus. Pexxum nocryna: www.elibrary.ru;

2. TAPAHT - Cucrema «I'’APAHT)» npenocrasisieT 10CTYI K QeepaibHOMY U PErHOHAILHOMY
3aKOHOJIaTEIbCTBY, KOMMEHTAPHSIM M Pa3bsCHEHUSAM U3 BeAyluux npodeccuonanbusix CMU, kHuram u
OOHOBJISIEMBIM HIMKIIONEINSAM, TUIIOBBIM (OpMaM TOKYMEHTOB, CyAeOHOM MPaKTHKE, MEXAYHAPOIHBIM
JIOTOBOpaM U ApYyroil HopMaTuBHOU HHpOpManuu. Pexxum goctyna: www.garant.ru;

3. Koncymerantllmtoc - Cucrema «Koncynprantllntocy — HaaéXHBIA MOMOIIHUK JIJIT MHOTHX
CHELHMATNCTOB: IOPUCTOB, OyXTaJTepOB, PYKOBOJUTECH OpraHU3alyii, a TaKKe Ul CIEHUAIUCTOB rocy-
JTAPCTBEHHBIX OPTraHOB, YUYEHBIX U CTYACHTOB. B HEW COAEpKUTCA OIpOMHBIM MAacCUB IIPaBOBOM M CIpa-
BOuHOHM nH(popMaru. Pexxum nocryna: www.consultant.ru

13. MaTtepuaibHO-TEXHMYECKOe 00ecneyeHre JUCHUILJIMHBI U TpedyeMoe MPorpaMMHoOe
obecneyenue

13.1. O6mue TpedGoOBaHMA K MATEPHAJIBHO-TEXHUYECKOMY H NIPOIPAMMHOMY 00eCIie4YeHHI0
AUCHUIIIIMHBI

13.1.1. MaTepuaibHO-TEXHHYECKOE W MPOTrPaMMHOe olecriedeHue 15 JTeKIIMOHHBIX 3aHATHI
Jlnst mpoBeieHus 3aHATUH JIEKIIMOHHOTO TUTIA, TPYIIIOBBIX M MHIAWBUYaTbHBIX KOHCYJAbTALIUH, TE-
KYIIIETO KOHTPOJISI ¥ MPOMEKYTOYHOW aTTECTAI[UU HCIIONIBL3YEeTCs yueOHas ayTuTOPHUS ¢ KOJTMYECTBOM TIO-
CaZIoYHBIX MecT He MeHee 22-24, 00opynoBaHHAs JOCKOM M CTaHAApTHOH yueOHOIl mebenbio. MeroTes
JIEMOHCTPAIMOHHOE 000pyI0BaHNE U YIeOHO-HATIISAHBIE TTOCOOUS, 00ECIIeYNBAOIINE TEMATHUSCKHIE I~
JIOCTPALIMHU 0 JIEKIMOHHBIM pa3JielaM TUCIUTLINHEI.

13.1.2. MaTepuaJIbHO-TeXHUYECKOEe U NIPOrPAMMHOe o0ecnedyeHue J1JIsl NPAKTHYECKUX 3aHA Tl
Brrancnurensnas nadoparopus / KommnbroTepHslii kiace
yueOHas ayuTOpHsl 1715l IPOBEACHUSI 3aHATHI MPAKTUYECKOrO TUIa, ydeOHas ayauTopus Ui Mpo-
BE/ICHUS 3aHATUHN JIaOOPATOPHOTO TUTIA
634045, Tomckast o6mactsb, T. Tomck, yi. KpacHoapmetickast, 1. 146, 505 ayn.
Onwucanue uMeroierocs 000pyI0BaHuUs:
- [I19BM DX6100M (9 mit.);
- [I9BM INTEL CORE 2 DUO (6 wr.);
- MarauTHo-MapkepHas 10CKa;
- Kommuiekt cienmanusupoBanHoi yueOHoOW MebOenu;
- PaGouee mecto npenogaBares.
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[TporpamMHOe obecrieueHue:
— 1C:Ilpennpusitue 8

- T-Zip

— FoxitReader

— Google Chrome

— Microsoft Access 2013 Microsoft
— Microsoft Project 2013

— Microsoft Visio 2013

— Microsoft Windows 7 Pro
— Mozilla Firefox

— OpenOftice

— KoncynpranT [lroc

Jlaboparopusi TpymHmoBOro MpPoeKTHOro oOyudeHus "JlabopaTopusi COIHATBEHO-YKOHOMUYECKUX
npoOiem"

yueOHas ayTuTOpHsl 7Sl IPOBEACHUSI 3aHATHI MPAKTUYECKOTO TUTIA, YdeOHast ayaAuTOpHs IS TIPO -
BEJICHUS 3aHITHH JIAOOPATOPHOTO THUTIA

634045, Tomckas obmacts, T. Tomck, yin. KpacHoapmeiickas, 1. 146, 503 ayn.

Onwucanue uMeronierocst 000pyIOBaHUS:

- [I5BM KOMIICTAP (12 mr.);

- MarauTHo-MapkepHas J10CKa;

- Kommuiekt cienmanuzupoBanHoi yueOHoOW Mebenu;

- PaGouee mecTo mpernoaBares.

[TporpamMHOe obecrieueHue:

— 1C:Ilpennpusitue 8

- 7-Zip

— FoxitReader

— Google Chrome

— Microsoft Access 2013 Microsoft

— Microsoft Project 2013

— Microsoft Visio 2013

— Microsoft Windows 7 Pro

— Mozilla Firefox

— OpenOftice

— KoncynpranT [lroc

13.1.3. MaTrepuaJibHO-TEXHHYECKOE H MIPOrPaMMHOe o0ecredyeHne JJIs1 CAMOCTOSATe IbHON PadoThI
s camocTosTENbHOM pabOThl MCMONB3YIOTCA y4eOHbIE ayAUTOPUHU (KOMIIbIOTEPHBIE KJIacchl),
PacToJI0KEeHHBIE 110 aJipecam:
- 634050, Tomckast o6macTs, r. Tomck, Jlennna mpocnexr, 1. 40, 233 ayn.;
- 634045, Tomckast o6nacTb, T. Tomck, yi. Kpacnoapmeiickas, a. 146, 201 ayn.;
- 634034, Tomckast 061acThb, r. Tomck, Bepmmnanna ynuua, 1. 47, 126 ayn.;
- 634034, Tomckast o6nacTb, . Tomck, Bepimauna ynuia, 1. 74, 207 aya.

CocraB 000pyI0BaHUSA:

- yueOHast MmeOerb;

- kommnbroTepsl kinacca He Huke [I9BM INTEL Celeron D336 2.81Tw. - 5 mit.;

- KOMITHIOTEPHI MOAKIIOYEHBI K ceTu «VHTepHEeT» U 00eCreynBaloT JAOCTYN B JIEKTPOHHYIO HH-
dbopMaImoHHO-00pa30BaTENbHYIO CPEAY YHUBEPCUTETA.

[TepedeHb MporpaMMHOTO 00ECIICUCHUS:
- Microsoft Windows;
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- OpenOffice;

- Kaspersky Endpoint Security 10 ais Windows;
- 7-Zip;

- Google Chrome.

13.2. MaTepuaibHoO-TeXHHYecKoe o0ecniedeHre TUCHMIIIMHBI VIS JIMI[ C OFPAHMYeHHBIMH
BO3MOKHOCTSIMH 3/10POBbSI 1 HHBAJIN/I0B

OcBoeHHe NUCHMIUIMHBI JUIIAMUA C OTPAaHUYEHHBIMH BO3MOXKHOCTSIMH 3JI0POBbSI U MHBAIUAAMU
OCYILECTBIISIETCS C UCIIOIb30BAHUEM CPEIACTB 00ydeHHs OOIIEro U CHEeMaIbHOI0 Ha3HAUYeHUS.

[Tpu 3aHATHAX ¢ O0YYAIOUIMMHUCS ¢ HAPYIIEHUSAMH CJIyXa MPEyCMOTPEHO UCIIOJIb30BaHUE 3BYKO-
YCUJIMBAIOLLEH anmapaTypbl, MyJIbTUMEIUHHBIX CPEICTB U JPYTUX TEXHUYECKUX CPEACTB IIpUeMa/nepena-
4yi y4yeOHOM nH(POPMALIUU B TOCTYIHBIX (POpMax, MOOMIIBHOM CUCTEMBI MTPETIOaBaHus il 00YJatOLTHXCSI
C MHBAJIUAHOCTbIO, IOPTATUBHOM MHIYKIIMOHHOHN CHCTEMBbl. YueOHas aynuTopHus, B KOTOPOH 3aHUMAIOTCS
oOydaronyecs: ¢ HapylIEeHHEM CllyXa, 000pYy/lI0BaHA KOMITBIOTEPHOW TEXHHMKOM, ayAMOTEXHUKOH, BUICO-
TEXHUKOMU, 3JIEKTPOHHOM JTOCKOH, MYJIbTUMEIUMHON CUCTEMOM.

[Tpu 3aHATHAX ¢ 0OYUYAIOLIMMUCS ¢ HAPYIIEHUSIMU 3PEHUSAMM IIPETYCMOTPEHO HUCIIOJIb30BAaHUE B
JIEKIIMOHHBIX U YYEOHBIX ayAUTOPHUIX BO3MOKHOCTH IPOCMOTPA YAAIEHHBIX 0OBEKTOB (HAIIpUMep, TEKCTa
Ha JIOCKE WM CJIaiijia Ha SKpaHe) P IOMOIIH BUACOYBEIUIUTENEH A1 KOM(POPTHOTO POCMOTPA.

[Tpu 3aHATHAX ¢ O0yYarOUMMHCS ¢ HAPYLIEHUSIMM ONOPHO-ABUIaTeJbHOI0 ANNAPATA HCIOJIb-
3YIOTCS aJbTePHATUBHBIE YCTPOHCTBA BBO/IA HH(OPMAIIMHK U IPYTHE TEXHHUECKUE CPENICTBA ITpreMa/nepe-
Jau yuyeOHOM MHpOpMaluu B AJOCTYIHBIX (opMax, MOOMIIBHOW CHCTEMbl OOy4eHUs [UIs JIIOAeH ¢ UHBa-
JIMTHOCTBIO.

14. OueHouyHble MaTepUAJIbI U METOAMYECKHE PEKOMEHAAIUH 110 OPraHU3aluu U3yYeHHUs
AUCHUTLTHHBI

14.1. Conepmalme OLCHOYHBIX MATCPHUAJIOB U METOANIECCKUEC PEKOMECHAAIIUH
I[J'ISI OLICHKHU CTCIICHU C(bOpMI/IpOBaHHOCTI/I H YPOBHA OCBOCHHA 3aKpPCIINICHHBIX 3a ﬂHCHHHHHHOﬁ
KOMITC TEHITHUM HCIOJIB3YIOTCA OLCHOYHBIC MaTCpHUajibl B COCTABE!

14.1.1. TecToBble 3agaHus

1. ate onpeneneHue TOKyMEHTUPOBAHUIO:

a) JlokyMeHTHpOBaHHUE — ATO MPOIIECC CO3AAHMSI U OPOPMIICHHS TOKYMEHTOB;

b) JlokyMeHTHpOBaHUE — 3aMCh UHPOPMAIIMH HA HOCUTENE 110 YCTAHOBJICHHBIM IpaBUIIaM;

¢) JJoxymeHnTupoBaHue — o0ecredeHrne CBOEBPEMEHHOTO U MIPABMIIBHOTO CO3JJaHUsI IOKYMEHTOB;

d) JlokymMeHTHpOBaHHE — 3amKCh MH(OPMAIMM HA PA3JIMYHBIX HOCHUTENISX IO YCTAaHOBJIEHHBIM
MIpaBUJIaM.

2. Jlatb onpeneneHue TOKyMEHTY:

a) JIokyMeHT — 3TO 3aMKCUPOBaHHAs Ha MaTepHallbHOM HOcHUTeNe UH(OpMalUs C PEKBU3UTAMU,
MO3BOJIIONIUMHU €€ UJIEHTU()UITUPOBATH;

b) JlokymeHT — 3T0 3adMKCUpOBaHHAs HAa HOCUTEJE HHPOPMAIIHS C PEKBU3UTAMH, TTO3BOJISIOIIUME
ee UICHTU(UIIPOBATH;

¢) JlokyMeHT — 3TO MaTepuaibHbI HOCUTENb ¢ HH(OpMaLKel, TO3BOJSAIONINI ee HASHTUHULIHPO-
BaTh;

d) JoxymeHT — 3TO criocob ¢ukcanuu nHGoOpMaIuu.

3. Uto Takoe opUIIHATbHBIN JOKYMEHT?

a) OdunmanbHbI JOKYMEHT — JOKYMEHT, CO3JIJaHHBIM OpTaHu3alliel, JOMKHOCTHBIM JIUIIOM WIIH
rpaXkJJaHUHOM, O(pOPMIICHHBIN B YCTAaHOBJICHHOM HOPSIJIKE;

b) OdunnanbHbIi JOKYMEHT — IOKYMEHT, IpeJHa3HAUEHHBIN Ui Nepejadyd APYyroMy JHIy IO0pH-
JMYECKUMU WU (PU3MYECKUMU JTUIIAMU B YCTAHOBJIEHHOM TOPSIIIKE;

¢) OdunuanbHbI JOKYMEHT — JOKYMEHT, CO3/IaHHBIH, 0()OpPMIICHHBIN U YIOCTOBEPEHHBIN B yCTa-
HOBJIEHHOM IOPSAJIKE JJI1 MHOTOKPAaTHOTO UCTIOJIb30BAHMUS.

d) Her nmpaBunsHOTO OTBETA

4. Yrto TaKkoe 3IEKTPOHHBIN JOKYMEHT?

a) DJEKTPOHHBINA TOKYMEHT — 3TO JIOKYMEHT, MH(OpMallusg KOTOPOTo MpeAHa3HaYeHa AJisl repena-
4Y IpYroMy JIMILY;
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b) DIEeKTPOHHBIN JOKYMEHT — 3TO O(QHUIMAIBbHBIN TOKYMEHT, MPEACTABICHHBIM B 3JEKTPOHHOU
dopme;

¢) DIEKTPOHHBIM JOKYMEHT — 3TO JOKYMEHT, HH(opMalys KOTOPOTO MpEeACTaBIeHa B AIEKTPOH-
HO dopme;

d) DaeKTpOHHBIH JOKYMEHT — 3TO O(HIHMAIBHBIA TOKYMEHT, MPEJICTABICHHBIM B 3JEKTPOHHOU
dbopMe 1mocie ero mognUcaHus JOHKHOCTHBIM JIMLIOM B MOPSIZIKE, YCTAHOBJIEHHBIM 3aKOHOAATEILCTBOM
PO.

5. Yro npencrasisier coboit opopmieHue JOKyMeHTa?

a) OdopmiieHrEe JOKYMEHTA — 3TO MIPOCTABJICHUE HA JJOKyMEHTE HEOOXOIUMBIX PEKBU3UTOB;

b) OdopmieHnne JOKyMEHTa — 3TO COTIIACOBAHUE TOKYMEHTA, MOMCAaHNEe JOKYMEHTA,

¢) OdopmiieHne JOKyMEHTa — 3TO MPOCTABICHHE PEKBH3UTOB JUIS OPraHU3AIlMN ONEPaTUBHOTO
MOMCKa TOKYMEHTOB;

d) Het nmpaBunbpHOTO OTBETA.

6. Uto npencraisier coO0i cucTeMa JOKyMEHTAINH ?

a) Ilox cucremoii TOKyMEHTAIIMM IOHUMAETCS] COBOKYITHOCTh JJOKYMEHTOB, ITPEIHA3HAYEHHBIX AJIs
o0ecrevyeHrs 1 peryIupoBaHus JAeATeIbHOCTH OPraHOB BJIACTH, YUPEXKIACHUHN, IPEIIPUITUIA U OpraHu3a-
LM

b) Cucrema qOKyMEHTAIMH MPEACTABISET COOOM COBOKYIMHOCTh JOKYMEHTOB, B3aUMOCBSA3aHHBIX
1O MpHU3HAKAM IMPOUCXOKICHUS, Ha3HAYCHUs, BUAA, CEpbl NEATENbHOCTH, CIUHBIX TPeOOBAHUH K UX
0hOpMIICHHIO;

¢) Cucrema JOKyMEHTAIMH MPEICTABISET COOON KOMIUIEKC B3aMMOCBSI3aHHBIX JTOKyMEHTOB, B KO-
TOPBIX MOCIIEA0BATENILHO OTPAXKACTCS AEATEIbHOCTh OTPACIIN TOCYAapCTBEHHOTO YIIPaBJICHNUS;

d) Cuctema HOKyMeHTAalMK MPEACTaBIsIET COOONW COBOKYIMHOCTh JJOKYMEHTOB, B3aHMOCBSI3aHHBIX
M0 NMPHU3HAKaM Ha3HA4YeHUs, CPephl AeATEILHOCTH U €IMHBIX TPeOOBaHUN K UX 0(hOPMIICHHIO.

7. KakoBbI ATarsl NOATOTOBKU PaCOPAIUTEILHOTO TOKyMEHTa?

a) OTO corylacoBaHUE JIOKYMEHTa, OANICAaHHE JOKYMEHTA;

b) DT0 U3ydyeHHe ynpaBIeHYECKOro BOMPOCa, MOJrOTOBKA MPOEKTA PACIOPIIUTEIHLHOIO JOKYMEH -
Ta, COIJIaCOBaHUE JIOKYMEHTA, OMICAHUE JOKYMEHTA;

¢) OTO M3y4eHHE YIPaBJIEHYECKOIO BOIpOCA U MOATOTOBKA MPOEKTA PAcHOPSIAUTEIBHOIO JIOKY-
MEHTAa;

d) Dro um3ydyeHue ympaBIEHYECKOro BOIpOca, CQephl AEATENHOCTH, €IWHBIX TpeOOBaHHHM K
0(OPMIIEHHUIO U TOJTOTOBKA MPOEKTA PACIIOPSIUTENBHOTO TOKYMEHTA.

8. Kak Benercs Hymepanus IpUKa3oB 110 OCHOBHOM €A TEIILHOCTH?

a) Ilo mopsnKky ¢ MOMEHTa CO3/1aHUs OpraHU3allui, HO OT/IEIbHO OT MPUKA30B 0 JUYHOMY COCTa-
BY,

b) B npenenax mecsia, HO OTAENBHO OT MPUKA30B MO JUYHOMY COCTaBY;

¢) [Moapsin B mpenenax pruHaAHCOBOTO T0/1a, COBMECTHO C MPHKAa3aMHU 0 JUYHOMY COCTaBY;

d) [Moapsn B mpenenax ¢UHAHCOBOTO Tr0/ia, HO OTAEIBHO OT MPUKA30B 110 JUIHOMY COCTABY.

9. Kak ocyuiecTBisieTcs cornacoBaHue JOKyMeHTa?

a) CornacoBaHue OCYIIECTBIIECTCS MTyTeM BU3HUPOBAHUS WM MPOCTaBICHUs rpuda corinacoBaHus;

b) IIpoBonuTCs OLEeHKA MPOEKTa O(QUIIMATBFHOTO JOKYMEHTA 3aWHTEPECOBAHHBIMU OpPTraHU3aIU -
MU, JTOJKHOCTHBIMH JIMIIAMH, CIICUATHCTAMU. ;

¢) [lonHOCTBIO MOATOTOBIEHHBIE POEKTHI JOKYMEHTOB IPECTABIISAIOTCA HA COITIACOBAHUE JOJIK-
HOCTHBIMHU JIMLIAMU, CIICIUATUCTAMU;

d) JIokyMeHTBI BCTYHAlOT B CHJIy C MOMEHTA MX COTJIACOBAHMS M JOBEICHHUS 10 CBEICHUS MUCIOJ-
HUTEJIS.

10 . 13 xakux ABYX YacTell COCTOUT TEKCT TOKYMEHTOB?

a) BBogHOM 1 KOHCTaTUPYIONICH;

b) BBoaHOI 1 OCHOBHOIA;

¢) OCHOBHOM ¥ pacropsIAUTEILHOM;

d) Koncrarupyromieit 1 pacnopsAuTeIbHOM.

11. Kako¥ TOKYMEHT COCTaBJISI€TCSI KOMUCCUEH MIPU BBIACICHUN JOKYMEHTOB K YHUYTOKEHHUIO?

a) AKT;

b) Crpagka,;
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¢) JloknaaHas 3amucka;

d) OOBsicHUTEIbHAS 3aITHCKA.

12. Ha kakoM TOKyMEHTE HE yKa3bIBA€TCsl HA3BAaHUE BU/A JJOKYMEHTA?

a) Ha Gnanke npukasa He yka3bIBaeTCsl Ha3BaHHUE BHUJIa JOKYMEHTA,

b) Ha Gnanke npoTokoia He yKa3bIBaeTCsl Ha3BaHUE BU/IA JOKYMEHTA,

¢) Ha 6nanke oduimaasHOTO MUChMa HE YKa3bIBAETCs Ha3BaHUE BUJIA JOKYMEHTA,

d) Ha Gnanke pemieHus He yKa3bIBaeTCsl Ha3BaHHUE BU/IA JOKYMEHTA,

13. Ha 6ankax JOKYMEHTOB HETOCYIaPCTBEHHBIX CTPYKTYP MPOCTABIISCTCS:

a) l'ocynapcrBennsiii rep6 PO;

b) I'ep6 cyonekTa PD;

¢) smOseMa opraHu3aly Wik TOBAPHBINA 3HAK;

d) ToBapHBIii 3HAK.

14. K oprann3aniuoHHBIM JJOKYMEHTaM OTHOCSIT:

a) MOJIOKEHUE, YCTaB, MPUKa3, CTPYKTypHAs U IITaTHAs YUCIEHHOCTb, MHCTPYKIHS, JOTOBOP;

b) monoxxeHue, ycras, akT, CTPyKTypHasi M IITaTHAs YUCICHHOCTb, UHCTPYKIIHUS, IOTOBOP;

C) MOJIOKEHUE, YCTaB, MIPUKa3, IPOTOKOJ, CTPYKTYpHAs U IITaTHAsl YUCIEHHOCTb, HHCTPYKLHUSA, J10-
TOBOD;

d) monoxeHue, ycraB, periaMeHT, CTPYKTYpHAsl U IITaTHAs YUCICHHOCTb, MHCTPYKIUS, I0TOBOP.

15. JIBukeHue JOKyMEHTOB B OpraHM3allii ¢ MOMEHTA UX CO3JaHMS WJIH MOJIyYeHHs 10 3aBeplie-
HUS UCTIOJIb30BaHMSI UM OTHPABKU HA3bIBACTCS:

a) JlokyMeHT0060pOTOM;

b) [ToTokOM JOKYMEHTOB;

¢) O6paboTKOI TOKYMEHTOB;

d) Perucrpamueii jokymMeHra.

16. Peructpaunu noyiexar JOKyMEHTBI

a) Bxomsmue;

b) Ucxomsmiue;

¢) Buyrpennue;

d) Bce BUIBI JOKYMEHTOB.

17. Yto Takoe HOMEHKJaTypa Jaei?

a) Homenknarypa nenm — 3To Bce JOKYMEHTBI Ha MIPEANPUATHH;

b) Homenknartypa nen — 370 cucTeMaTu3MpOBaHHBIN MepeYeHb 3aBOAMMBIX B OpraHU3aIlluH JIed C
yKa3aHHEM CPOKOB MX XpaHEHUs, 0(pOPMIICHHBII B yCTAaHOBICHHOM IOPSIIKE;

¢) Homenknarypa nen — 3To JOKyMEHTBI, TPEOYIOIIHE HCTIOTHEHUS;

d) Her npaBuibHOTO OTBETA

18. B moxymeHTax, 0oopMIIECHHBIX Ha IBYX W OOJIEe JINCTaX HOMEpa CTPAHUI] TPOCTABIISIFOTCS. . .

a) Co BTOpOIi CTPaHMIIBI B BEPXHEM MPABOM YTy OIS JTUCTA apaOCKUMU IUPpaMu;

b) Co BTOpPOIi CTpaHUIIBI MOCEPEINHE BEPXHETO MOJIS JINCTA apaOCKUMHK [P PaMHU;

¢) Co BTOpOIi CTpaHUIIBI TOCEPEIMHE HIKHETO MO JIUCTa apaOCKUMHU I pamu;

d) [TocnenoBarenbHO HA KAXKIOW CTPaHUIIE B TPABOM HIDKHEM YIJTy apaOCKUMHU U(pamH.

19. Kakue cBeieHus COEPKATCSA B TPYAOBON KHIDKKE?

a) TpyaoBasi KHMKKa OTHOCHUTCSI K YHCITy OCHOBHBIX JIOKYMEHTOB, MOJATBEPKIAIONINX OOIINM, He-
NPEPHIBHBIN U CIICIMATIBHBIN CTax padoThI;

b) TpynoBasi KHUXKa SIBJIIETCS OCHOBHBIM JIOKYMEHTOM TI0 YYETy MepCcoHaNa NpeAnpusiTUs, KOTo-
past 3aBOINTCS Ha BCEX PaOOTHUKOB MPEIIPUATH, MPUHATHIX HA TIOCTOSHHYIO WIM BPEMEHHYIO PaboTy;

¢) TpynoBasi KHWXKa MPEACTABIISET COOOM COBOKYIMHOCTh JOKYMEHTOB, COJAEPKAIIUX CBEIECHUS O
paboTHUKE;

d) Her mpaBunsHOTO OTBETA.

20. AxTbl, TChbMa, (DaKChI, CIIPABKHU, TOKJIAIHBIC 3aIICKU OTHOCSITCS K:

a) OpraHu3alMOHHBIM JOKYMEHTAM MPEANPHUITHS;

b) pacopsaAuTeIHHBIM JOKYMEHTAM MPEATIPUITHS;

C) TOKyMEHTaM IO JUYHOMY COCTaBY MPEATPUSATHS;

d) naHpOpMaIIIOHHO—CTIPABOYHBIM JOKYMEHTAM MPEIIPUSTHS.
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14.1.2. Tembl 10KJI210B

TeMbl 17151 KOHTPOJISI CAMOCTOSTEIHHOTO U3yYEHUSI TEM TEOPETUUECKOM YacTu Kypca

1. McTopust pa3BUTHsI TOCYJApPCTBEHHOM CUCTEMBI JEJIONPOU3BOICTBA

2. IIpakTuka opraHu3anuy JAeJIONPOU3BOICTBA B rocyAapcTBax JpeBHero Mupa

3. CnocoOb! pukcupoBaHus U nepenadd MHGopMaIuy B TocyiapcTBax J{peBHero mupa

4. Uctopust pa3BUTHS rOCYJapCTBEHHOM CUCTEMBI AEI0NpOU3BOACTBa B Poccum.

5. PekBU3UTHI CTONO1IOBOMN (hOPMBI 1EIONPOU3BOCTBA, MPOLIEAIINE Yepe3 BeKa U OCTABIINECS B

JIOKYMEHTaX HallluX JTHEH.

6. Postb JoKyMeHTa B KH3HH YellOBeKa U 00IeCcTBa.

7. MeTopl ucclieIoOBaHus JOKYMEHTOBEAUYECKUX TIPOOIIEM.

8. HayuHo-ncTopuueckas ¥ pakTu4eckasi IeHHOCTh JOKYMEHTA.

9. lokyMeHTHI B c(hepe mpaBa U yIpaBICHUSI.

10. BnusiHue Hay4HO-TEXHUYECKOIN PEBOJIIOLIMY Ha Pa3BUTHE JOKYMEHTA.

11. Pa3zButre Gpopmymspa T0KyMEHTA.

12. 3akoHOATENBHBIE aKThI, HOpMaTUBHBIE MaTepuanbl X VI — Havana XX B.

13. 3akoHOaTENbHBIEC aKThl K HOPMATHUBHBIE TOKYMEHTHI PO.

14. Yaudukanus u cTaHAApTU3AIMUS YIIPABICHYECKUX TOKYMEHTOB.

15. FOpuanueckas cuina JOKyMEHTa: MOJUIMHHUKY (OPUTHHAJIBI) TOKYMEHTOB, KOIIUU JTOKYMEHTOB
U X BUJBI

16. IToHsiTHE O TOKYMEHTOOOOPOTE MPEATPUSTHS

17. Opranu3anus padoThl ¢ BXOAAIUMHI TOKYMEHTAMU

18. Opranuzaiust paboOThI ¢ UCXOASIIUMH TOKYMEHTaMU

19. OcoGeHHOCTH OpraHu3alu paboThl ¢ BHYTPEHHUMH JIOKYMEHTAMU

20. lokyMeHTO000POT B HH(OPMAITMOHHOM 00€CTICUEHUHN YIIPABJICHUS M €T0 COCTABHBIC YaCTH.

21. OcHOBHBIE ATaIbl M MPUHLIUIBI PAOOTHI COTPYAHUKOB CIYKO JOKyMEHTAIIMOHHOTO obecreye-
HUS C BXOJSIIIUMHU, UCXOSIIMMU U BHYTPEHHUMH YIPABIECHYECKUMU JTOKYMEHTAMHU.

22. O030p OCHOBHBIX CHUCTEM JIEKTPOHHOTO JJOKYMEHTOOO0OpOTA. MpecTaBlIeHHbIX B Poccuu u 3a
pyOexKoM.

24. Ananu3 BHEIPEHUS CUCTEM 3JICKTPOHHOTO JCIOMPON3BOICTBA U IOKYMEHTO000pOTa

25. IloHsiTe IepCOHANBHBIX JAHHBIX.

26. JlIokyMEeHTUpOBaHKE TIpUeMa IrpaxkJiad Ha padboTy. 3. CTpyKTypa MepCOHAIbHBIX JaHHBIX.

27. JlokyMeHTHpOBaHHE MpHUeMa Ha pabdOTy PYKOBOJSAIIETO COCTaBa, CICIHAIMCTOB, HAYYHBIX W
JPYTUX KaTeropuil pabOTHUKOB.

28. JlokymeHTHpOBaHUE MpreMa Ha padoTy Juil, GyHKIHOHAIbHBIE 00SI3aHHOCTH KOTOPBIX CBSA3a-
HBI C BJIaJICHUEM KOH(MUICHIINATLHON HHOpMaIme.

29. IlinanoBast KaapoBasi JOKyMEHTALIHSI.

30. CocTaB TOKyMEHTOB, HEOOXOAUMBIX JUISI TpHEMa Ha padoTy.

31. KoHTposib TOCTOBEPHOCTH NMEPCOHATBHBIX JOKYMEHTOB.

32. JIokyMEHTHpPOBaHHUE MEPEBOIa COTPYAHUKOB Ha JIPYTYIO padoTy.

33. JlokyMeHTHpOBaHHUE TPOIEAYPHI MOOIIPEHUS PAOOTHHKA.

34. YdeTHast JOKyMEHTaLIUS.

35. JIokyMeHTUpOBaHUE MPOLETypbl MPUMEHEHHSI TUCIUIUIMHAPHOTO B3bICKAHUSI.

36. JlokyMeHTaIMs M0 y4eTy pabodero BpEMEHH U pacueToB C IIEPCOHAIIOM T10 OIUIaTe TPYy.a.

37. JlIokyMEeHTHpOBaHHUE TPOLIECAYPhI YBOJIBHEHUS 110 MHUITHATHBE paOOTHHUKA.

38. OtueTHast U OTUETHO-CIPABOYHAs JOKYMEHTALIMSL.

39. JlokyMeHTHpOBaHHUE TPOLIECAYPHI YBOIBHEHUS 110 HHUITHATHBE pabOTOAATEIS.

40. ITonarue nepcoHaNbHBIX JaHHBIX. CTPYKTYypa EPCOHAIBHBIX TAHHBIX.

41. IIpuka3 00 yBOJLHEHUH PAOOTHHUKA.

42. OcoOGeHHOCTH yBOJBHEHHS paOOTHHKA, 00JAIA0NIEero 3HAaHHEM KOH(MUACHIIMATBLHOU UH(OP-
MaIii OpraHu3alllu.

43. ®opMHpOBaHUE JIUYHOTO JEa.

44. IInanoBas KaapoBasi JOKyMEHTALIHSI.

45. Benenue u XxpaHeHHUE JIMYHOTO JIeTa.
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14.1.3. Tembl 0IPOCOB HA 3aHATHAX

[TonsiTue, nenu u 3a7a4u U3ydaeMon AUCUUILINHBL. Pa3BUTHE U CTAaHOBJIEHHE JIEIONPOU3BO/ICTBA B
Poccun. Opranu3zanus 1e101ponu3BOJACTBA HA NMPEANPUATHAX. 3JHAYEHUE U MECTO JTOKYMEHTOB B CUCTEME
yIpaBIeHUS

['ocynapcTBeHHOE perympoBaHue, HOPMAaTUBHO-TIPABOBAs M METOMYECKasi OCHOBA JJOKYMEHTAIH-
OHHOTO oOecrieueHus ynpasieHus. CyIIHOCTb, HANPaBJICHUs U BUABI TOCYIapCTBEHHOTO PETyIUpOBaHUS
JOKYMEHTAI[MOHHOTO OOECIIeYeHUsl YNpaBJICHUs, Ha3HAaYeHUE, OCOOEHHOCTH M COOTHOILICHHE HOpMa-
TUBHO-TIPABOBOTO U METOAMYECKOTO peryaupoBaHusi. CocTaB U CTPyKTypa HOpMaTHUBHOM, IPaBOBOIl U Me-
TOJMYECKON OCHOBBI JOKYMEHTAIIMOHHOTO 00eCTieUeHHs YIPaBJICHUs, HAIIMOHABHBIX U JIOKAJIBHBIX HOP-
MaTHUBHO-METOANYECKUX JTOKYMEHTOB. YHU(DUKALNS U CTaHAAPTU3ALMS.

TpeOoBanus k 6mankam 1okyMeHTOB. [lopsinok pazpabotku 6mankoB. O0mue TpeOOBaHUS K JIOKY -
MEHTaM, U3TOTOBISIEMBIM C IOMOIIBIO TeXHUYECKUX cpeAcTB. OcoOeHHOCTH O(OpMIIEHHS OTACIBHBIX
PEKBU3UTOB.

[TpaBuna odopmiieHus: JOKYMEHTOB, COCTaB U Ha3HAaue€HUE PEKBU3UTOB. Poiib M BUABI yIpaBIeH-
YECKUX TOKYMEHTOB.

Cocras, pacroyiokeHue u npasuia 0ohopMICHHUS PEKBU3UTOB OTJECIbHBIX BUJIOB OPTaHU3allMOHHO-
IPaBOBBIX, PACTIOPSAUTENBHBIX U HH(POPMALIMOHHO-CIIPABOYHBIX TOKYMEHTOB.

3HayeHHe KaJIpoBbIX JOKYMEHTOB. COCTaB M BHJIbI JOKYMEHTALIUU 10 JIUYHOMY cocTaBy. [IpaBuia
UX COCTaBJeHUs. YHU(UIMpoBaHHBIE (HopMbl HOKyMeHTOB. [Ipuka3. OdopmieHue npuema Ha padoTy.
[TepeBon Ha mpyryro pabory. [IpenocraBienue ormmycka. YBoiabHEHHE ¢ paboThl. JIMuHOe 3asBiieHne. Xa-
paktepucTruka. CocTaBHBIC YaCTH XapaKTEePUCTUKH, IPaBUIa 0POPMIICHHUS

[TonsiTue «10KyMEHTOO0OPOT» U €ro pazBuTHe. OCHOBHBIE IPABHJIA OPTraHU3AIMH TOKYMEHTO000-
pota B opranuzanuu . Cxema JIBMKEHHS M TEXHOJIOTUSI 00pabOTKU TOKYMEeHTOB. [IoHsATHE TOKYMEHTOIO-
TOKa, €ro CTPYKTypa, MMOKa3aTelId OLEHKU JOKYMEHTONOTOKa. JKM3HEeHHBIH LUK ToKyMeHTa. KoHTpoib
VCIIOJTHEHMSI TOKYMEHTOB.

OcHoBHbBIE HOPMBI U MpaBuiia opopmiieHus: padoT, BHIMTOIHAEMBIX CTYAEHTaMU B Ipoliecce o0yue-
HUS, C Yy4yeToM TpeboBaHMil oOpa3oBarenbHOro crangapra Byza OC TYCYP 02-2013 (CTO
02069326.1.02-2013) - PaboThI CTyAeHYECKHE TI0 HAMPABICHUSM IMOATOTOBKH M CIICIIHAIBHOCTIM TyMa-
HUTAPHOTO MPpOoduIs

Homenknatypa aen. [lopsnok cocTaBieHUs W YTBEP)KIEHUS HOMEHKIATYPHI /€. YCTaHOBJICHUE
cpokoB xpaHenus nen. @opmuposanue u opopmiieHue aen. OpraHuszanus ONEepPaTUBHOIO XpAaHEHUS JIE.
DkcnepT3a HeHHOCTH NoKyMeHTOB. Odopmiienue aen. [lopsiiok nepenaun T0KyMEHTOB Ha XpaHEHUE B
apXMB.

OcHoBHbIE 337]a4ll OpraHU3alUHU JIEKTPOHHOTO JOKYMEHTO000poTa. CHCTEMBI JIEKTPOHHOTO JI0-
kymeHTtoo0opotra COJI. Dramel pa3Butus, kinaccel, HasHaueHne COJ]. OCHOBHBIE CBOWCTBA CHCTEM JJICK-
TpOHHOTO JoKyMeHTooOopoTa. OcHoBHBIE TUIBI COJl. OcobernHocT opranuzanuu COJl. Cuctemsl diek-
TPOHHOTO TOKYMEHTOO0O0POTa, IpecTaBiIeHHbIe B Poccuu.

14.1.4. Bonipocs! AJ151 NOATOTOBKH K NPAKTHYECKUM 3aHATHAM, CEMHHAPaM

TpeboBanus k 61aHkam JOokyMeHTOB. [loAroToBKa K cOCTaBIEHUIO JOKYMEHTOB. CXeMbl pacioso-
*eHus: JokyMeHToB. CocTaBiieHne GopMyssipoB 1okyMeHTOB. OOmuii 61aHk. biaHk KOHKpeTHOro BHUIa
JIOKyMeHTa. biank nuceMa.

O6ume TpeboBaHus K oopmiieHHIO TekcTa oTyeTa. OdopmiieHHe TUTYABHOTO JIMCTA, PUCYHKOB,
TabJIML, CIIUCKA UCIIONIb3YEMbIX HCTOYHUKOB

[TpaBuna cocraBieHus U 0pOPMIICHHS OPraHU3ALHOHHO-PACHIOPSIIUTENBHBIX JOKYMEHTOB (yCTaB,
MIOJIO’KEHHE, IITATHOE pacIiCcaHue, MHCTPYKLUS, IPUKa3, pacopsKEHHE, PelIeHUe, IPOTOKOI, OCTAHOB-
JICHUE)

[IpaBuia coctaBieHuss U OQOpMIIEHUS HH(DOPMALMOHHO-CIPABOYHBIX JIOKYMEHTOB (Z€J0BOE
HUCHbMO, TOKJIAJHAs U CIyKeOHasl 3allUCKH, aKT, CIIpaBKa, u JIp. )

[TpaBuiia coctaBiieHus: ¥ opopmIIEHUS KaApOBOW JOKYMEHTAIMH (3asiBIEHUE, XapaKTePUCTHKA, aB-
ToOuorpadus, pe3roMe, MpUKa3bl 10 JIMYHOMY COCTaBY, TPYAOBOH JOrOBOp (KOHTPAKT O Ha3HAYCHUU Ha
JOJDKHOCTB), IMYHAs KapTouka paboTHHKA, Tabenb yueTa paboyero BpeMeHH U Jp. )

[Tonxoapl K CO3AAHUIO0 CUCTEM DJIEKTPOHHOTO J0KyMeHTooOopoTa. TpeboBanus k cucremam. JTa-
bl BEIOOpA CUCTEMbI aBTOMATU3allMU. DTalbl BHEJPEHUS CUCTEMbI aBToMaTh3anuu. CucTeMbl aBTOMaTH-
3alUM IOKYMEHTONOTOKa. CHCTEMBI 3JIEKTPOHHOTO JOKYMEHT0000poTa. OCHOBHBIE TEXHOJIOTUU PabOTHI C
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JnoKyMeHTaMHu. OCHOBHBIE CBOWCTBA CUCTEMBI 3JIEKTPOHHOTO TI0KyMeHTooO0opoTa. OcHoBHBIE TUIBI CO/I.
Homenknatypa aen. Buasl HomeHknatypsl. @opmupoBanue aei. OpraHuzanusi XpaHEHHs JT0KY-
MEHTOB Ha npeanpuatuu. I1oaroroBka 10KyMEHTOB K Ca4ye B apXHUB.

14.1.5. Bonipocsl 1151 324€Ta ¢ OLEHKOM
. JIOKYMEHT U €ro MeCTO B CUCTEME YIPaBICHUS

—

[\

. HopmaTuBHO-MeTOAMYECKHE aKThI, pETJIAMEHTUPYIOIINE CO3AaHNue U O(POPMIIEHUE TOKYMEHTOB.

3. lIokyMeHTOBeIeHNE KaK HaydHasl TUCIHUIUIMHA: OOBEKT, MPEIMET, OCHOBHBIC METO/IBI.

n

. [lonsiTue «uHpOpMaLMs» U €ro pa3BUTHE.

5. IlonsATHE «IOKYMEHT» U €T0 pa3BUTHE.

6. O0mre u yacTHbie GYHKIIUU JOKYMEHTA.

7. CriocoObl TOKyMEHTUPOBAHUS U UX Pa3BUTHE.

8. IloHsATHE Cily’k€OHOr0 JOKYMEHTUPOBAHUS U TPEOOBAHUS K JIOKYMEHTAM.

9. Ilopsnok peryimpoBaHusi, COIJIaCOBaHUS U MOANUCAHUS YIIPABICHUECKUX JOKYMEHTOB.
10. CymHocTh yHU(PUKALMKY U CTaHAApTU3ALUU YIIPABIEHYECKUX IOKYMEHTOB.

11. IIpaBuna opopmiieHus CiIyK€OHBIX TOKYMEHTOB.

12. PeKBU3UTHI U UX MIPEIHA3ZHAYCHUE.

13. O6mme TpeboBaHUs K TOKYMEHTHPOBAHUIO YIIPABICHYECKOM IEATETLHOCTH.

14. CocTas, copepx’aHue U OCOOEHHOCTH peann3anuu TpeOOBaHUN K PACIOIOKEHUIO U oopmiie-
HUIO PEKBU3UTOB JIOKYMEHTOB.

15. CtpykTypu3anusi TEKCTOB YIIPaBICHYECKHUX JTOKYMEHTOB.

16. Buapl yHHPHUIIMPOBAHHBIX TEKCTOB, 0COOCHHOCTH oopmiieHuUsI TpadapeTHOro TeKCTa, aHKEThI
U TaOJINIIBL.

17. TpeboBaHus K COAEPKAHUIO, CTPYKTYPE M CTHITIO M3JI0KECHHS YIPABIEHYECKUX JOKYMEHTOB.

18. Opranu3zanmoHHO-pacnopsauTeNbHas JokyMeHTaus. OCHOBHbIE BUABI YIIPABICHUECKHUX J0-
KYMEHTOB.

19. UndopmanmoHHo-cripaBouHasi JokyMeHTalus. OCHOBHBIE BUIbI
20. [IpaBuia 1 CTUIIb HAITUCAHUS JETIOBOTO MUCHMA.

21. Buapl Aen0BOro nuchma.

22. OcoOEHHOCTH MEPENUCKU C MHOCTPAHHBIMU ApTHEPAMHU.

23. Bupl IOTOKOB JOKYMEHTOB U CTaJJUH UX 00pabOTKH.

24. Peructpanuus JOKyMEHTOB.

CornacosaHa Ha noptane Ne 49017 19



25. KoHTpOIb UCTIOTHEHHUS TOKYMEHTOB.

26. Homenkmnatypa nen u ux popMupoBaHue.

27. Odbopmiienue ne.

28. XpaHeHue Jea U NOpsIA0K CIAa4Yd UX B apXUB.

29. IlonsiTHE “DIEKTPOHHBIN JOKYMEHT B MH()OPMAITMOHHONW CHCTEME OpTraHHU3aIiH.

30. TepmuHOIOTHS, HCTIOIB3yeMasi B CUCTEMAX JIEKTPOHHOTO IOKYMEHTOOOO0pOTA.

31. 3amaun cucteM IEKTPOHHOTO JOKYMEHTOO000pOTa.

32. YnpaBiieHUE AJIEKTPOHHBIMU JOKYMEHTAMU.

33. Knaccuduxkamus cucteM 3JIEeKTPOHHOTO JTOKYMEHTOO0O0pOTa.

34. Tlomxompl K CO3JJaHUIO CUCTEM AJIEKTPOHHOTO JOKYMEHTO000pOTa.

35. Drarmbl BEIOOpa ¥ BHEAPEHUS CUCTEMBI aBTOMATHU3AIIHH.

36. IIpoGeMbl TPaBOTO PEryIMPOBAHUS FICKTPOHHOTO JOKYMEHTOO000POTa.

37. Drarbl pa3BUTHSA JOKYMEHTO000pOTA.

38. IloHsATHs, TPUHITUIIEI U OCOOEHHOCTH MOCTPOCHUSI ABTOMAaTH3UPOBAHHBIX CHUCTEM KOHTPOJIS
ucnonHenus TokymeHToB (ACKU /).

39. Cuctemsl 3MEKTPOHHOTO JoKyMeHTooOopoTa. O6mmue nonoxenus. Haznauenus CO/1.

40. OcHOBHBIE CBOICTBA CHCTEM 3JIEKTPOHHOTO IOKyMEHTOO0OPOTA.

41. OcHOBHBIE TEXHOJIOTHH PabOThI ¢ JoKymMeHTamu B CO/I.

42. O0mas ki1accuuKaIys CUCTEM AIIEKTPOHHOTO JOKYMEHT0000poTa.

14.2. Tpeﬁ()BaHI/Iﬂ K OIICHOYHBIM MaTepuajgam AJd JUll ¢ OrPpaHHYCHHBIMHA BO3MOKHOCTAMU

310POBbSI 1 HHBAJIH/I0B

I[JISI JijuI ¢ OrpaHU4YCHHBIMH BO3MOXHOCTAMU 3J0POBbSA U MHBAJIUAOB MPEAYCMOTPCHBI JOIMOJIHU -
TEJIBHBIC OLICHOYHBIC MaTEPHAJIbI, IICPCUCHb KOTOPBIX YKa3aH B Ta6J'II/II_I€ 14.
Ta6J11/1ua 14 — I[OHOJIHI/ITGJIBHLIC MaTepuajibl OLUCHUBAHUA IJId JIML C OrpaHUYCHHBIMU BO3MOXKXHOCTAMU

310pPOBbA U MHBAJIUJIOB

Kareropuu
00y4arommxcs

Bup! TONOTHUTENEHBIX OIICHOUYHBIX
MaTepuaioB

@®opMBI KOHTPOJISL U OIICHKH
pe3yabTaTOB O0YyUCHUS

C napyumeHusMu
ciryxa

TecTsl, MUCEMEHHBIE CAMOCTOSITEIIbHBIC
paboTHI, BOIIPOCH! K 3a4ETY,
KOHTPOJIbHBIE PA0OTHI

[TpeumyIieCTBEHHO MUCHMEHHAS
npoBepKa

C HapymeHusiMu
3peHus

CobecenoBanue 10 BOTIPOCAM K 3a4€TYy,
OIIPOC 0 TEPMHHAM

[TperMyIIeCTBEHHO yCTHAs IPOBEPKa
(MHIUBUYaTbHO)

C napyumeHusMu
OIIOPHO-

Pemienue JUCTAaHIIMOHHBIX TCCTOB,
KOHTPOJIbHBIC pa6OTI>I, IIMCBbMCHHBIC

HpeI/IMyIJ_[eCTBCHHO JAUCTaHIIMOHHBIMHA
METOAAMU
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ABUI'aTCIIBHOT'O CaMOCTOATCIIbHBIC pa6OTBI, BOITPOCHI K
arriapara 3a4CTy
C OIrpaHUYCHUSAMMU I10 TCCTI)I, INHUCBbMCHHBIC CaAMOCTOATCIIBHBIC HpeI/IMYH_IeCTBeHHO IIPOBEPKaA
O6H.[€M€I[I/II_[I/IHCKI/IM pa6OTBI, BOIIPOCHI K 3a4€TYy, METOAAMHU UCXOAA N3 COCTOAHUA
IIOKa3aHUAM KOHTPOJIbHBIC pa6OTBI, YCTHBIC OTBEThI o6yqafomeroc;1 Ha MOMCEHT IIPOBEPKU

14.3. MeTtonnyecKkue peKOMeHIAIMH MO OLIEHOYHBIM MaTepHaIaM JUIsl JUI ¢ OTPAHHYEeHHBIMHU
BO3MOKHOCTSIMU 3/10POBbSI 1 HHBAJIN/I0B

Jns muIp ¢ orpaHMYCHHBIMH BO3MOXKHOCTSIMH 37I0POBbSI U MHBAIMIOB IPEIyCMAaTPUBACTCS J0-
cTymnHas (hopMma Mpea0CTaBICHUS 3aJaHUH OIEHOYHBIX CPEJICTB, @ IMEHHO:

— B TIEYaTHOH (hopme;

- B IIeyaTHO! (hopMe ¢ YBEIMUYEHHBIM IPUPTOM;

- B (hopMe AIIEKTPOHHOTO IOKYMEHTA;

- METOJ/IOM YTE€HUS ACCHCTEHTOM 3a/IaHUs BCITYX;

- NPEOCTaBJICHUE 3a/IaHUs C UCTIOIb30BAaHUEM CYpPJIOTIEPEBO/IA.

Jlunam ¢ OrpaHWYEeHHBIMH BO3MOXXHOCTSIMU 3/I0POBbSI M MHBAIHMIAM YBEIMYUBACTCS BpeMs Ha
HOATOTOBKY OTBETOB Ha KOHTPOJIBHBIE BOMPOCHL. [l TakuX 0OyJarommxcs MpeayCcMaTpUBAETCsl TOCTYTI-
Has popmMa MpeoCTaBICHHS OTBETOB Ha 3a/1aHUs, & UIMEHHO:

- NMMCbMEHHO Ha Oymare;

— HabOp OTBETOB Ha KOMITBIOTEPE;

- Ha0Op OTBETOB C MCIIOJIB30BAHMUEM YCIIYT aCCUCTEHTA;

- IPE/ICTaBICHAE OTBETOB YCTHO.

[Ipouienypa oneHUBaHUS PE3YNIBTATOB OOYYEHUS JIMII C OTPAHUYEHHBIMUA BO3MOYKHOCTSIMH 3/10PO-
Bbsl M1 MHBAIMJIOB IO JHCUHUIUIMHE TPeIyCMaTpUBAET MpeaocTaBiIeHne nHpopmManun B Gopmax, aaarnTH-
POBaHHBIX K OTPAaHHYCHUSAM HX 3[J0POBBS U BOCHPUATHS HH()OPMALIIH:

JL1s1 i1 ¢ HApYIIEeHUSIMM 3PeHust:

— B (hOpMe IITEKTPOHHOTO JIOKYMEHTA;

- B IIeYaTHOW (hopMe YBETUYECHHBIM HIPHUPTOM.

JI1s1 M1 ¢ HApYIIEHUSIMH CJIyXa:

— B (hOpME IIIEKTPOHHOTO IOKYMEHTA;

- B ITe"YaTHOU hopme.

JI1s1 1M1 ¢ HAPYIIEHUSIMHM ONIOPHO-ABUTaTeJILHOI0 annapara:

- B (hopMe INIEKTPOHHOT'O IOKYMEHTA;

- B reyaTHou (opme.

[Tpy HEOOXOMUMOCTH /ISt JIUT] C OTPAaHMYCHHBIMHA BO3MOXXHOCTSIMH 3/I0OPOBbS 1 MHBAJTUIOB TIPOIIE-
Jypa OLICHUBAHUsI Pe3yIbTaTOB 00yUEeHHsI MOXKET MPOBOAUTHLCS B HECKOIBKO ITAIOB.
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